Rhode Island Department of Human Services

Child Care Stabilization Fund

Process Guide: How to Create an Applicant Profile

What is an applicant profile, and why do | need one?

The Child Care Stabilization Fund application is an online (web-based) application. In
order to access the application, you must create an applicant profile to the grant
management system which administers the application. To create a profile, you will enter
your email address, create a password, and provide demographic information to let the
system know who you are.

Once you create a system login and profile, you can begin an application. If you need to
exit the application and finish it later, your login allows you to do so without losing your
application progress. Creation of an applicant profile also ensures that the information you
provide in your grant application is secure. If you have any questions about how to
complete an applicant profile, please reach out to ChildCareGrants@pcgus.com.

Follow the step-by-step instructions below to create your applicant profile.

1. Select link to navigate to application portal. Link can be found at http://kids.ri.gov/cabinet/.
2. Select “Sign up” in the top righthand corner (circled) on the screen below in order to view

the demographic information required.

Applicant Registration

Fill out the reguired fields below to creace your GrantsConnect sccount,

GEMERAL INFORMATION

First Name Lzst Name

3. Enter demographic information as prompted on the screen. Please use your professional
demographic information including email address, phone number, and the address of the
program you represent.

4. Create a password.
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5. Check box next to “| agree” statement.
6. Select “Sign up” in bottom right corner.

D | azree to the Terms of Service and Privacy Policy

el by L",; YourCause Need assistance? &4 Email &4 Live chat
7. After you select “Sign up,” you will receive a “Registration Confirmation” email from

YourCause LLC (pictured below). Navigate to your email inbox to view the confirmation
email.

@

Welcome to GrantsConnect

Dear Nolen Tuttle.

Name,
Your account has been created in the YourCause GrantsConnect applicant portal. Click the
button below to confirm your email and log in to the applicant portal.

*Please note this email expires in 24 hours. If you missed that window, you can request the
email be resent using the button below.

Sincerely,
GrantsConnect Support

= =
Get Started
———™”
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8. Within 24 hours of receipt of your registration email, select the “Get Started” button circled
above. This verifies your email address in the grant system.
Tip: If 24 hours has passed before you have verified your email, you may click the “Get
Started” button and you will receive a new verification email.

9. Navigate back to the applicant registration page pictured below. Enter your email and
password. Select “Sign in.”

Signin Signup

ENTER YOUR ACCOUNT DETAILS BELOW

Ernail address oo
I ]
This input i required

Password

—e

I

This input is required

D Remember me

Resend account verification email... Forgot your password?

Need assistance? &4 Email &% Live chat

10. The system will prompt you to verify your account through the screen pictured below:

Signin Signup

VERIFY YOUR ACCOUNT

A security code has been sent to the email entered on the previous step

Please encer the code belaw

D Remember meon this computer

Back to sign in... Resend security code

Need assistance? &4 Email &) Live chat
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11. You will receive a second “Verify Your Account” email from YourCause LLC (pictured
below). This email will contain a verification code. Enter the verification code received in
your “Verify Your Account” email and click “Sign in.”

Tip: If you are using a trusted computer, check the box beside “Remember me on this
computer” so that next time you login, you will not be prompted to enter a verification code.

Verify Account

Dear Nolen Tuttle, Name,
We have received your sign in request.

Verification Code:

Qzsez)

MNever share this code with anyone. If you are not attempting to sign in, please change

your password to ensure your account is secure.

Sincerely,
GrantsConnect Support

12. After you enter your verifcation code, the system will display the following screen which
prompts you to begin your grant application. Select “Start new application.”

Rhode Island Child Care Stabilization Fund
Accepting applications undl Jul 31, 2021 10:39 PM C5T

Welcome to the 2021 Rhode Island Child Care Stabiliation Fund! This federally funded grant will suppeort the
child care system’s recovery during the COVID-19 pandemic with key focus on recommended categories of
spending designed to stabilize the system’s ability to effectively and safely serve young children.

Fer more information, please contact ChildCareGrants@pcgus.com.

View all my applications ‘ & Start new application '

E——




